DEPARTMENT OF THE NAVY Canc: Dec 99

BUREAU OF MEDICINE AND SURGERY IN REPLY REFER TO
FINGTON DG 20372.5300 BUMEDNOTE 5420
WASH ' BUMED-911
11 Jun 99
BUMED NOTICE 5420
From: Chief, Bureau of Medicine and Surgery
To: All Internal BUMED Codes
Subj: COLLATERAL DUTY ASSIGNMENTS
Encl: (1) Bureau of Medicine and Surgery Collateral Duty Listing

1. Purpose. To identify and assign staff collateral duties at the
Bureau of Medicine and Surgery.

2. Information. Enclosure (1) is a list of collateral duties with
appropriate references.

3 Action

a. The Chief of Staff shall coordinate with the Deputy Assistant
Chiefs, Directors, Special Assistants, and Command Master Chief for
assignment of personnel. :

b. The Director for Headquarters Administration shall perform all
other administrative functions related to the assignment of collateral
duties; to include preparation of appointment letters as required.

c. All personnel assigned a collateral function are required to
familiarize themselves with the appropriate directives listed in
enclosure (1) and comply with the provisions of those directives.
Personnel assigned to collateral duties shall ensure his or her or
designee’s attendance at all scheduled meetings.

d. When the incumbent collateral duty member is detached, his
or her relief shall assume the assigned duties of the predecessor
unless otherwise directed. Each member being replaced shall ensure
their replacement is fully familiar with all aspects of the collateral
duty and has received a turnover binder including standard operating

procedures.
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